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Original  
(what you wrote) 

Revision 
(how it changed after feedback) 

Explanation/Rule 
(catchy way to remember next time) 

Freshman Freshmen Made it plural. 
To The 
Parents/Guardians 

Parents/Guardians:  More formal. 

We urge students to send 
in their deposits as soon 
as possible… 

However we urge students to 
send in their deposits as soon as 
possible… 

Transitioned and flowed better for 
the letter 

Become Decide Made the sentence sound like a 
decision. 

Would  Will Changed the tense 
Student Child Child works better for the audience. 
	
  


